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1. Purpose. This MJ prescribes policy and procedures
pertaining to the Headquarters, First Region (ROTC) Enpl oyee of
t he Month Awar d.

2. ojective. Wthin Headquarters, First Region (ROTC) it is
recogni zed that the conbined civilian and mlitary work force
contribute to the acconplishnent of our mssion. |In order to
provi de recognition for meritorious service or achievenents by
enpl oyees, mlitary or civilian, the Headquarters, First Region
(ROTC) Enpl oyee of the Month Program has been established.

3. Policy.

a. Nom nating packets will be submtted by E-Mail to the SGS
by the 15th of each nonth.
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b. An enployee will be selected by a sel ection board
consisting of Division Chiefs/Special Staff Oficers and approved
by the Chief of Staff as the Headquarters, First Regi on (ROTC)
Enpl oyee of the Month.

c. An enployee nmay be awarded the Headquarters, First Region
(ROTC) Enpl oyee of the Month Award once during a 12 nonth peri od.

4. Pr ocedur es.

a. Any enployee may recommend soneone to their Division
Chi ef / Special Staff O ficer for consideration. D vision

Chi ef / Special Staff Oficers will select one nom nee fromtheir
organi zation to be forwarded for consideration. Al
recommendations will be sent to the SGS by E-Mail by the 15th of
each nonth. The nom nation will be a one-page narrative format
providing justification for the award.

b. The SGS will conpile the nom nation packets for
forwarding to the selection panel by the 20th of the nonth.

c. Panel nenbers will vote the packets and return their
recomendation to the SGS by the 25th of the nonth. Panel
Menbers may not vote for nom nees of their office.

d. A Certificate of Appreciation to be signed by the
commander wil|l be prepared and presented at the end of nonth
awar ds cer enony.

5. Selection Criteria. Al though the enployee will be recognized
as the Headquarters, First Region (ROTC) Enpl oyee of the Month,
acconpl i shnments may cover a |longer period. The follow ng
criteria will be considered for nom nations.

a. Acconplishnent of assigned duties in a commendabl e
manner, denonstrating skill and initiative in devising and
i nprovi ng work nmethods and procedures resulting in a savings of
manpower, time, space, materials, noneys, or inproved safety of
the work force.

b. Denonstration of personal diligence or initiative which
results in the neeting of mssion requirenents or a speci al
project involving unusual difficulty or operational demand.

c. Denonstration of |eadership in performng assigned duties
resulting in inproved productivity and which sets an exanple for
others to enul ate.
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d. Denonstration of courage or conpetence in an energency
situation at the workplace resulting in a benefit to the
gover nnent .

6. Recognition. The recipient will receive a Certificate of
Appreciation and the privilege of parking in the Enpl oyee of the
Mont h par ki ng space for one nonth

7. Managers and supervisors of enployees wll nmake maxi num use
of this recognition device to say “thank you” to our mlitary and
civilian enpl oyees for a job well done.



